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ORAL HRIEFING

i, Parpose of the Course

Fvery intelligenca di‘fiuer should be able to deliver his remrk;a
in a well ordered zcherent and otherwine accepiable fas:ion.
II. Detindtion

A primary tecindque of the Intelligence Otticer Ffor the rapid

ang: sacure dissgermuation of information.

113, g_@gpctives and Methods

(V. Organisation of Material
&s Opeeoch outiine
B, Subjeet Sentence
8, intellignnee Aspect
D, (oraphic. iids
B l‘imimg
V. Gonfrol of Audisucw Interest
A.  Platform Marose
1. PFostors
7. Qesturs
B Mstablish rspport
G.  Avold Genevalities
D.  ihoose key words
%, %eep the voirve {lexibls

¥, Launciate clear iy
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CHECK LIST FOR PLANNING A SPEECH

THE ATM OF EVERY SPEECH IS TO GET A TESIRED RESPONSE FROM ITS HEARERS

DETERMNE YCUR SPECIFIC FURPOSE == the exact response desired from your
hearers. It is the specific thing you want them to do, fesl, belleve,
or understand. ' '

Ask yourself these guestions:

Ao In view of myself and my audience, an I trying to accomplish more than
T can reasonebly expect to achisve?

B. Is my purpose appropriate for the oceaslon?

C. Is it possible to achieve my purpose in the time allotied?

DECIDE WHAT MATERIALS ARE RELEVANT T0 YOUR SPECIFIC FURPOSE, AND WHAT
SHOULD BE DISCARTED. :

ORGANIZE THE RELEVANT IDEAS SO THAT BOTH YOU AND YOUR AUDIENCE CAN DISCERN
THEM CLEARLY AND REMEMBER THEM EASILY.

f. SELECT YOUR MAIN IDEAS.

Ask _;r;oursalif{

1. Do they ¢irectly support the specific purpcse?
2. Do they Jead to the attaiavent of this particular purposs, vefore
" this particular avndience, o this particular occasion?
3, Do they touch tho wants of ny hearers ard arovuse their curlosity?
. Have I limited their mumber? The fewer the better. Rarely more
than two or thresc main ldeas; never more than fivel

B. ARRANCE YOUR MAIN IDEAS IN A STMPLE PATIERN S50 THAT. BOTH' YOU AND YOUR
AUDIENCE CAN REMEMBER THEM.

C., DEVELOP EACH MAIN IDEA JITH RELEVANT SUBSIDEAS AND INTERESTING SUP
PORTING MATERIAL. '

Hém ére the questionas

1, Do my sub-lideas clarify and prove the makn ldea?

2. pm I using enough facts and figures?

3, Do I get down to cases by using v for=instances" Iiberally?
i, Do I make myself clear by using comparisons smd contrasts?
©. Where can I use visual alds? What bypes will be best?

T¥ NOW WORK OUT YOUR CONCIUSICH

L -
Lo
Lo
7o
|
-/

Asks

1, Have I summarized the chief thoughts of the speech and done them
" up in a negb package?

2, Have I answered the quesiion "wWhat Now"?
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Vo AND YOUR INTROIU CTION.
- Ask:
1. Will my opening sentence snap them to attention?
2. Do I make them want to hear the rest of the speach?
3, Is it rief and to the point?

VI. CRYSTALLIZE YOUR PLANNING BY PUTTING THE RESULTS DOWN IN BLACK AND WHITE
=we IN CUTLINE FOR:

Y
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OVERCOMING TENSION

Tenseness befores speaking is patural; normal and to be desired.
It is the same feeling you have before the starting gun in a track
race, Tenseness is a mental phenomenon which has a physiological
raaction on the heart, The heart reacts by demanding additional
- supplies of adrepalin. This stimulus causes heart pounding and
continues to bwild up until dissipated or expended by physical action.
Therefore try to expend it early - as you walk 'ﬁo the rostrum. vhen
you arrive make several vigorous movements while you seiile yourself
and your notes.

~ Nervousness before speaking can often be overcoms by taking
several deep breaths - inhaling deeply and vegularly. Relax the
muscles of your throat and jaws., A coupls of unoblrusive yawns just
before coming to the platform will do the trieck, This will relax
your volce., Remember that an audience is almost always sympathetic
to & speaker!s nervousness., FEach instinciively hepéa that the spsaker
will overcoms it ,

The "Blackout” is a well known hazard, This occurs when you
suddanly forget what you want to say - your mind becomes blank,
%hers is a deathly stillness in the room, beads of perspiration
break out on your brow and you think yow may faiunt, Of course you
don't and eventually you back up from the dep:tha and recover. It
has been statistically proven that thes average iolackémt only lasts

for 5 or 6 seconds., For this reason many in the audiencs will not
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evon be aware of your difficulty. You may disguise this unhappy
collapse by some bodily movement = by picking up your rotes -

mnoving the position of £he pointer, etc, One method of recover-
ing your train of thought is %o summarize oat loud whal you have
veen talking sbout. This will probvably recall promptly what you

weyre aboub to s8Y.

Approved For Release 2009/04/03 : CIA-RDP78-03362A002100040004-8



1%

11T,

Iv,

Approved For Release 2009/04/03 : CIA-RDP78-03362A002100040004-8

USE OF GRAPHIC AIDS IN ORAL ERIEFING

Advantages
When properly designed and used the Graphic Aid:
Offers a snort cut to conmprehension;
Saves many words and therefore timeg
Emphasizes important aspscts;
Creates a mental pleture which is easily retained.

Diaplay Tachniques

Projection of slides or film strips,

Vu=graph or Balopticonj

Chart or map with acetate overlay;

Flip Board;

Blanket Board

Chart or list with tear-offs for progressive disclosurs;
Replicas, models or actual objects.

Design Requirements

Simplicity;
Ieglbility;

Eye appeal.
Maldng the Aid

Select important but thard to grasp’ subject.
Don't emphasize a minor toplc.

Use a simple layout.

Don't clutter the aid with detail.

Hold lsttering to & minimum.
Symbols can often substitutes for words.

Wording must be legible.
1% inch letters are legible up to 50 feet.

Select primary ‘colors for full ‘shock? value,
Good spacing, block letters and contraatmg colors make for
ﬂeya appeal’,

Gonatmct for ease of handlingo

Do not take a great deal of time preparing the Ald. A rough
Job will often tell the story more effectively providing
principles listed above are observed.
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Using the aid
Disclose the aid only when you reach the topie to which it contributes,

. Acddress the audience and turn to the Aid cnly to point.
Ton't stand with your back to your listeners.

Place the A1¢ high enough to clear heads of those in front.
Take a position which will not block the view of those in the sidelines.

Use the pointer sparingly.
Do not wander avound with the pointer. Point directly to the desired area
then lay the pointer down.

Remove the aid as you prepare to pass on o another topic,

wDe
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DEFINING. TEHHS

It 42 sasy for the pxwiessicmal men, pertievierly one ia
government, ssrvice, to #ilp into & bad habit —- the uves of technleel
or professionsl Jargon, A measgenent enpinesy, for exarple, mey be
understood parfectly by other menepement enginsers, tul hia toik
of steff Ad 1line, motion study, snd swork flow cheris ey be mhas
mderetond o what 18 more dsagerovs, only half.undegsicod wy ths
rep in the office three doors down the ecrridor.

Har 18 that 21l of the diffieniswy. I¥ sope herdy sovd
drwan o8k the soecislist to define his LeTmR , wh deidnitiorn ia
iikely to be as confusing snd nerrly ss wnistelligible es the wurd
tdsfinsed, Hov, then, cen we laovrove our tectmicuss for maklinp vk
professionsl Jargon wdsrstrodstie to the lermant

“ihat dose thia word mwmeni™ To ermswer sush @ guesticn mest
of ug teke the assy Wey out - we tura to the distiorary mgﬁ Fand
out of 1% & sold techuicel definition which, 1ike &8 wot; lerve:
confusrlion worse cenleunded butl poothes ovr winily end rlves v v
asl fepiphteons fesling thet we teve dowe »ll t@m eould be done.
wnder the clroumstrncea, Stuff snd nonewmaee ! 2 beat & dieid A’mm*‘r
definition i3 btnt 2 nueleus vhiech mest be z}waimwéﬂ axvended,y
sunpd smonted utdl we heve rerlly znevered the ouestien, "Hh at
dogs it wesn?® Usze the distionnry If vou must, bat do mod fowrget
thet you hevs not dome the best possibie job e;f defindtion 17 o
atop with "Hebster says,.."

Taare are 2t lsrat six spoeisl methods of dafinitod Lhed
you een ves o supniewent the dletionsry:s

. Quote sn avllorily. In 2 ecnse the cdstioresy
derinition in definition by enthority, bul s explany s
of & word or term 88 piven by some roecoghlrved gveedeiist
i the perticulesr feld 18 helpful both $a meklag alvey
the real mosning =nd in seking thst coenlog lnpressive W0
tha hearer, ’

2. Ezplain the oripgin of the word. For zmmﬂ B
gnboteps mﬁg’ht b m@&rﬁnaﬁ Py BTN ¢ from the Fres f;h WOTe,
woening "wooden shoe " snd one of its esvly mmingf‘ wns
%0 throw a wooden shoe into mechimery Lo wrwsk 10,
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%, Uive po sippply  Trks tho ides or word ‘W be lo=
Pimad end Drivg 1t down to @ e30cific crse. Fn grpmple in
dJafinition ia like # spevimen (n scienecs,

4. Uss comperisgn cnd cotrast. £ vivid end sffoctive
wnthed of definitom is o show how the thing defined vei:wmbles
a thing vith which we eys clyuady Trofiliey, U torow your
mytion of o term into gharp ¢oripest with eriotner ter.

r agsatian. Yo tell what » thing i ot ey
4 ¢ elparer uhders:snding i it,

£, Uns vigosl slds, Mo a0t overleor the oprortunity
U8

detures, eheris, end disprrmd, or whan uoasibia, the
obiset jieelf, In the diction iy & helverd i defized »3
iy wind of oldetime lomg-hendisd wespom.® Porturately, there

Wy sugrnations:?

seatence of two thet will snsp us to attontica.

tion - pot over 33 = &0 pocond:, Opsd witid a

_ three. 4 |
Uisenegion ~ not over wm ninutes. bgiipna your Lera
% lesst threa times, anch tims ueing oue o Lne spaeied
sathods of derinition.

ZFQ
ingiop - not ovey W ssconds. Lit:le pore that &

TEE s AR

or twe to smoobh up %a: emd of the epwesis

Taw. don'h Gell us “Webmuer Beys... N
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